
Entering Your Time Study Online 

A Guide for Time Study Participants 
 

This presentation will cover all the basic steps to successfully complete 

your time study online! 

 

1. Access  to the SBCH Time Study website 

 

2.   Log on 

 

3.   Enter your data into the system 

 

4.   Save and submit your time study 

 

5   Get assistance 

 

 



Completing Your Time Study Online 4 Easy 

Steps: 
 

1.  Receive E-mail from schoolbasedclaiming@umassmed.edu 

 

2.  Note user ID and temporary password. 

 

3. Click link to site  OR  launch browser and go to 

http://www.chcf.net/chcfweb 

 

4. Enter user ID and temporary password. 

 

Call 1-800-535-6741 or email  

schoolbasedclaiming@umassmed.edu with problems or 

system questions. 

 

 

http://www.chcf.net/chcfweb
mailto:schoolbasedclaiming@umassmed.edu


Accessing the Time Study 
     See the sample e-mail with your user ID and temporary password.  

Record or copy your temporary password and then click the link to 

the site. 

Your user ID, 

temporary password, 

and link to the time 

study site are here. 



User ID auto-fills.  Enter the temporary 

password and click “Login.” 

Your user ID will auto-fill. Enter your temporary password and 

press “Login.” 



   Access Agreement for First-Time Users 

The first time you log in, you will be asked 

to read and accept the terms of use by 

clicking the box.  

Create new, private password.  Use 8 

characters, letters and numbers and Save. 
You will then see: 



The time study screen is divided into three main sections:  

This section 
confirms your 
name and title.   

This section displays 
the first date of the 
time study and an 8-
hour day divided into 
15-minute blocks.  

This section displays 
list of activity codes 
and their meaning. 
Click to see examples 
of activity. 



You may only enter data for current and past days of the time study 

(during the grace period).  You cannot enter future dates. 

To activate a new day for entry: 

Click on the Date for which you want to enter data. That 8-hour day will 

then be activated for entry. 

Click on date link to activate 
cells for code entry. 



There are three ways to enter your activity code:  

1. Click on the drop down arrow and select a code. 

2. Type a letter directly in the box. 

3. Click on the letter code in the left hand column. 

NOTE: The titles to the code 

are live links to the definition 

of each activity code.  



     To save your data be sure and scroll to the bottom of the screen and 

click “Submit.”  This is the ONLY way your data gets saved.  

 

NOTE: Your time study data is not sent to UMMS when you click this 

button. Your entries are saved for you and displayed when you return, 

as long as you are within the grace period. 

The submit button at the bottom of 

the screen saves your code entries. 

Use it frequently to avoid losing 

data. 

The “Reset” button will 

remove any unsaved data.  



This is a snapshot of the final day’s entries showing all days of the 

time study.  HOWEVER, we are not quite finished. 



To complete the time study…Be sure to scroll to the bottom of the screen: 

1. Click the “Time Study Completed” box.  

2. Click “Submit.” 

 
2.Click “Submit” 

1. Click “Time Study 

Completed.” 



You will receive messages asking you to verify that your time study is 

correct and complete : 

1. Click “OK” if it is correct. 

2. Or Click “Cancel” to return and make corrections.  

3. Click the “Time Study Completed Box” and then “Submit”.   



If you have entered and saved fewer than 35 hours of time, the system will 

also ask if you are part time: 

1. Click “OK” if the data is correct as entered. 

2. Click “Cancel” to return and make corrections or additions.  

3. Click the “Time Study Completed Box” and then “Submit”.   



If you have entered the same Activity Code for an entire day, the system will 

also ask if this is correct. 

1. Click  “Ok” if it is correct. 

2. Click “Cancel” to return and make corrections.  

3. Click the “Time Study Completed Box” and then “Submit”.   



This is a summary of a completed time study. 

To make corrections, click “Reset Time Study Status.” You 

then must click the “Time Study Completed” box and 

“Submit” to finish the process. 

Click to 
reset. 



Thank you! 
 

If you have any system questions, call our Helpline between 

7:30 AM and 5:00 PM, Monday through Friday.  
 

800-535-6741 or 

schoolbasedclaiming@umassmed.edu 

 
For questions regarding how to code your time 

study, please contact DSS.SBCH@ct.gov 
 

   

mailto:schoolbasedclaiming@umassmed.edu

